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State of Kansas

PCard Disputes and Incorrect Charges
Statewide Management, Accounting and Reporting Tool

Date Created:

December 19, 2013

Version:

V.1.0.

Reason for Job aid

11

Navigation:

From the Home page

in SMART, on the left
navigation menu, click

on ‘Purchasing’,

click on ‘Procurement
Cards’, click on ‘Reconcile’,
then click on ‘Reconcile
Statement’.

Search for the PCard
transactions to be
reconciled. In this example
the Employee ID was
entered.

Click the ‘Search’ button.

What steps need to be taken in SMART in regards to PCard
disputes and incorrect charges?

This job aid will provide the following:

1. Instructions for customizing the “Reconcile Statement —
Procurement Card Transactions’ page to display the
Dispute fields on the first tab.

2. Instructions for processing Disputes and/or Incorrect
Charges.

3. Exceptions: Charged Kansas Sales Tax

4. Review Disputes page

Reconcile Statement Search

Role Name:

Employee ID:

| 1000 Q |

' Q

Employee Name:
Card Issuer:

Card Number:
Transaction Number:

Sequence Number:

Line Number:

Billing Date: Q
Statement Status: v
Budget Status: v
Chartfield Status: v
Merchant:

Transaction Date: e
Charge Type: -
Posted D¥ Eﬂ

Search
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1.2

The ‘Reconcile Statement —
Procurement Card
Transactions’ page displays.
Click the ‘Customize’ link at

Reconcile Statement
Procurement Card Transactions

EmpliD: Name:
[”] Display Unmasked Card Number
"/ Run Budget Validation on Save

Bank Statement Customize | Find

[ Transaction TG
|Card Humber Trans Date |Merchant |*Status Sales Status

. 1 [7] ukB 11116/2013 SiaplesTechSoln  Approved = XEROXTONER CARTRIDGE 347.35 USD @
the top Of the page In the 2 [ UMB e 102902013 w Approved v [TOILET PAPER srausD B @ valid  Yes  No
13 ’ —
Bank Statement header: 3 F umg | -] 10e2013 EATDATOOD Approved  + [PAPER TOWELS as7eousD B O valid  Yes  No
PRET - — 11132013 w Approved  ~ |PAPER TOWELS ss0usD B @ valid  Yes  No
5[] UMB  swewssesen tinapots EANDATOOD Approved  ~ [PAPER TOWELS saTusD B @ Vaid  Yes  No
6 ] UMB  remswsmssn 1210412013 W Staged  ~ sso0uUsD B O Vaid  No No
7 0] UMB e 12042012 EATBATROD Staged roousD B O vaid  No Mo
8 [] UMB  resmssces: 1210412013 w Stages a0400UsD B O valia  No No
9 [] UMB  remsmsscen: 1073012013 W Approved  ~ |COLOR INK CARTRIDGE 20514UsD B @ [3 vali vaid  Yes Mo
setectal O clearan Stage very | Approve | Validate Budget |
Search Purchase Details SplitLine Distribution Template SMART UNPSC Codes.pdf (5 MB) SMART UNPSC Codesxis (3 MB’
B save | Enotty | Refresn |
1.3 Personalize Column and Sort Order
Scroll to the bottom of the To order columns or add fields to sort order, highlight column name, then press the apprapriate button.
Frozen columns display under every tab.
. ‘
page and click the ‘Copy
. ’ 1. Column Order Sort Order
Settlngs ||nk: Tab Transaction [a) =
(column 2) = = g
Card Issuer
Card Number
Trans Date Hidden Descending
Merchant
. Frozen
Status
Description
Transaction Amount
Currency
(column 18)
(column 19)
(column 20)

Dispute Amount
Credit Collected
Budget Status
Chartfield Status
Redistrib
Voucher Error
Tab Billing
Reference
Billing Date
Billing Amount
Currency
Prepaid Ref

OK | Cancel | Preview |ng: Setting

1.4

Click the ‘Look Up’ icon:

Copy Settings

Copy Your Customization Settings

Settings to Copy: ||

0K | Cancel |
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15

Select the ‘Description’
Setting Name:

1.6

Click ‘OK’:

Look Up Settings to Copy

Setting Name:| begins with V|

LnnkL.Ip| Clear | Cancel |Elasi|::Lnnhug

Search Results
Al First E 1of1 |I| Last
Setting Name

DESCRIPTIOM

Copy Settings

Copy Your Customization Settings

yd

Settings to Copy: DESCRIFTION

4

0K 1 Cancel |

1.7

Click ‘OK’:

Bank Statement

Frozen columns display under every tab

Column Order
Tab Transaction HI|
=

{column 2)
Card Issuer
Card Number
Trans Date
Merchant
*Status
Description
Transaction Amount
Currency
(column 18)
(column 19}
{column 20}
Budget Status
Chartfield Status
Redistrib
oucher Error
Tab Billing
Reference
Billing Date
Billing Amount
Currency
Prepaid Ref
Dispute Amount
Credit Collected

K

OK

Personalize Column and Sort Order

Hidden
Frozen

To order columns or add fields to sort order, highlight column name, then press the appropriate button

Sort Order

‘ Cancel | Preview | Copy Seftinas Share Settings Delete Settinas

=
=

s

Descending
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1.8

The ‘Description’ field will
now display between the
Status and Transaction
Amount.

The ‘Dispute Amount’ and
‘Credit Collected’ fields will
now display before the
Budget Status.

Reconcile Statement

Procurement Card Transactions

EmpliD: Name:
Dispiay Unmasked Card Number
Run Budget Validaton on Save

1 7 une 11162013 Staples Tech Soin = | [KEROK TONER CARTRIDGE
EANDAFOO!
SALESING
EAND A FOQ|
SALES 1N

EAND AFOOD
ume 11naeora SRS

ume 10292013 saouso B G & 000 vaiid vand

U0 B O G 0.00 Vaiid vabd  Yes  No
fpproves ~ TOILET PAPER Yos
Yes

une 10282013 wreousn B O [z 000 valid vaid

- [PAPER TOWELS.

~ [PAPER TOWELS meousn B QR oo vana vasa  yes  No

ume 11137013 EAUDARIOD 9 = PAPERTOWELS 7597 USD

Stagea = soouso B O & 0.00 vaid vakd Mo No

EAND AFOO!
12042013 2

une 12042013 Staged  ~ 177.00 usD

. EAN
ume 12042013 &

DM DELLK:
tonoeer PEDES

Stages = 304100 USD

= [COLOR INK CARTRIDGE 2051us0 B O L3 000 Vaiid vabd  Yes  No

¥ sueam O cixa stage verty__| | _validats Budget

Searh B pis SoMline Disibuion Templale SMART UNPSC Codes pof (S W) SMART UNPSC Codes sls (3 ME)

Instructions for Processing Disput

2'1 Enter the amount that is :-z;:';:t::z;m Transactions
being disputed (incorrect) in e
the ‘Dispute Amount’ field.

Click the ‘Save’ button.
NOTE: The ‘Status’ should
remain as ‘Staged’ until the
credit for the disputed
amount is received.

2.2 Disputes Definition: If a procurement card transaction is identified as a
fraudulent charge (card stolen, card number stolen), and the
charges are completely unrelated to State of Kansas business, this
is referred to as a dispute in SMART.

Agency must contact the PCard Issuer (currently UMB) to obtain
credits for disputes.

2.3 Incorrect Charge Definition: Sales tax charged, or too little/too much charged by
vendor.
Agency must contact the vendor directly to obtain credits for
incorrect charges, damaged goods, etc. If agreement cannot be
reached with the vendor for incorrect charges, the agency can
then contact UMB for assistance in obtaining the credit.
Exception: UMB cannot assist agencies in obtaining credits for
Kansas sales tax.

2.4 | NOTES e VISA rules do not allow UMB to assist agencies in

obtaining credits for Kansas sales tax.

e VISA rules limit the amount of time in which credits can be
requested; therefore, agencies should contact UMB
and/or vendors as soon as possible for both disputes and
incorrect charges.
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2.5

Once the credit is received,
select the ‘Credit Collected’
checkbox next to the original
charge.

Verify or Approve the original
PCard transaction AND the

credit transaction.

Click the ‘Save’ button.

Reconcile Statement

Procurement Card Transactions

EmpiiD: Mame:

Display Unmasked Card Number
Run Budget Validation on Save

04302013 A
08082013 Amazon com
05102013 Amazon.com

08272013 Amazon.com

05182013 Amazoncem

stage ety

= | [OttarBiox 7722902 Dafender Senst
Veriied = [OtterBox Defender FOR PHONE 4

151.93 USD
28.40 USD

verfen = [OFTER BOX DEFENDER SERIES. 2063 USD

3304 USD

Staged = 10!
7137 UsD

Staged = 10

Staged 10! 15330 USD

| soorove | vessste udgst

-268 USD

T UNPSC Codes pof (SME) SMART UNPSC Codes xis (3 MB)

2.6

NOTES

e Both the original PCard transaction and the credit PCard
transaction should be approved at the same time so that
both transactions will build to the same PCard voucher. This

will help ensure that a credit was actually received and

provide for more visibility into what transpired.

e The ‘Dispute Amount’ and ‘Credit Collected’ fields have no

functionality behind them. These fields are provided as a

tool to assist with keeping track of PCard transactions that

are in the Dispute process.

If a ‘Dispute Amount’ has been entered and the PCard
transaction status is changed to ‘Approved’ the entire

PCard transaction amount will build to a PCard voucher

and be paid. Entering a value in the ‘Dispute Amount’

field will NOT stop a payment from being made.
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3. Exception: Charged Kansas Sales Tax

3.1 | When sales tax has been

charged by the vendor the Procurement Card Transacdons
agengcy should approve the || mumsme -
original PCard transaction :
total and pay the total PCard

transaction amount.

0S0TEND Vi GRANGER | sper ales T 12485 USD
05072013 [NIOKMETERS Mouthpiece for Akco Ser 96.00 USD B © 5 vasa vahd | 0.00 Yes Mo

O507T013 NICHMETERS | veee: - niHanding wssuso O Givee v o0 [

soge v | spwom

The agency will then need to
contact the vendor directly
to request a credit for the

taxes paid.
3.2 | NOTES e The tax amount can be noted in the Dispute Amount field

(see section 2 of this document) for tracking purposes.
Entering the Dispute Amount will NOT stop the PCard
transaction from building to a PCard voucher.

e If a Dispute Amount is entered and the PCard transaction
is built to a PCard voucher, the PCard transaction will NOT
be visible from the ‘Review Disputes’ page.

4. Review Disputes page
4.1 Navigation Purchasing > Procurement Cards > Reconcile > Review Disputes
4.2 Enter search criteria, for this Review Disputes Search
example a ‘Transaction Date’ Role Name: -
was entered. Empioyes 0: @
Employee Name: &
. . , Card Issuer: v
Click the ‘Search’ button: Card Number: ]
Transaction Number: ‘
Sequence Number:
Line Number:
Billing Date: Q
Statement Status: T
Budget Status: v
Chartfield Status: M
Merchant:
Transaction Date: 0472912013 [
Charge Type: A
Posted Date; E
Search
4.3 The results will display those Review Disputes .
. Procurement Card Transactions
PCard transactions that: s Ve
(| pisplay Unmasked Card Number
e the user has proxy Transactons wit Dispule Custnze v 211 B rvs ) 2002 ) oo
. [ Transaction I Biling ] ardhoider
rlghts to" cauec(eur Dispute Amount |Card Number Description Trans Date T"‘m [
h h 0o @ 800 wersrriaggag [ o4pamoia 3816 USD DESIGNED BUSINESS INTER
hd meet the searc a @ 268 0154 A i oazeo13 268 USD Amazen.com
criteria; 2 sove | B oy
e have a dispute

amount entered; AND
e have not built to a
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voucher.

4.4

Comments entered on the
PCard transaction from the
Reconcile Statement page can
be viewed from the ‘Review
Disputes’ page:

Review Disputes

Transactions with Dispute
[ Transaction i Biling T\ Cardholder

Collected Dispute Amount | Card Humber

Procurement Card Transactions

EmpIID:
(| pisplay Unmasked Card Number

Name:

)
e Al| B

o = -
- Transactio
Description Trans Date Amount |Currency | Merchant

First 4] 42 0f 2 (M Last

Reference:
Transaction Line Comments

Comments:

[ ED% 8.00 9940 04/29/2013 3816 USD DESIGNED BUSINESS INTER
] 263 0154 A i oazemo13 268 USD Amazon.com

Review Disputes

Line Comments

Line: 2 Description: &

First %1 4 of 4 L2 Last

Status: - F[E

Associated Document
Attachment:

05/30/2013 I reconciled Visa P-card statement closing date 05/21/2013 < @

aracn | iET|PoEEE|

OK Cancel

4.5

Comments can be entered
from the ‘Review Disputes’
page by clicking the
comments icon:

Review Disputes

EmpIID:
[ Display Unmasked Card Number

Transactions with Dispute

[ Transaction TiBiling )] Cardhoider

Collected Dispute Amount
0 g/ 200 9940
a 9.21 w40

o @ 268 (154

Procurement Card Transactions

Card Humber

Name:

Custorize | Find | Vie:

Description Trans Date Tran Currency |Merchant

04i2912013 38.16 USD DESIGNED BUSINESS INTER
Parts - 050712013 124.86 USD WW GRAINGER
04/20/2013 288 USD ‘Amazon com

&) Save | (] Notify

4.6

Enter a comment and click the
‘OK’ button:

Review Disputes

Line Comments

Reference:

Transaction Line Comments

Comments:

Line: 2 Description: Parts -

First 1%/ 1 of 4 LT/ Last

status: Acive v [F][=]

Enter comment here ....|

Associated Document

Aﬂachm?c

¥

OK | Cancel |

4.7

The comments entered on the
‘Review Disputes’ page are
accessible from the ‘Reconcile
Statement’ page. Click the
comments icon:

Reconcile Statement

Procurement Card Transactions
Empio: name:
| Display Unmasked Card Humber

1Run Budget Validation on Save

17 UMg  seesssesiagag)  QSNOTI2013 VN GRANGER

SIS i S SN R S S e TSR R

spproved v [Parts - 12486080 B O L valid Valid 921

Page 7 of 8




4.8

The comment entered on the
‘Review Disputes’ page is
displayed:

Reconcile Statement

Line Comments

Line: 1 Description: Parts
Reference:
Transaction Line Comments Find | View Al First [ 10f1 [+ Last
Comments: status: Acive v [F][=]
Enter comment here ... o @

Associated Document

Attachment: Atach | | |

ok | cancel | Retresn |
4.9 Once the credit is received, Review Disputes

Procurement Card Transactions
agency can select the i

[”] Display Unmasked Card Number
‘Collected’ check box from the e
. . . , T g T cardnoier
Review Disputes’ page. st Amcun oo e o

9 .21 *esesssierssggq) [Pats- osw7r2013 12436 USD WW GRAINGER
Click the ‘Save’ button:

4.10 | The ‘Credit Collected’ button | [msesse 4
will display as checked from o s o - b4
the ‘Reconcile Statement’
page. D e T

4.11 | NOTES e The Review Disputes page is a tool provided to assist with

tracking PCard transactions that are in dispute. Neither
the ‘Dispute Amount’ or the ‘Credit Collected’ fields have
functionality behind them that would prevent payments
from happening. This is to be used strictly for tracking
purposes.

e The Review Disputes page will only display PCard
transacations that are in dispute and have NOT been
approved and paid. PCard transactions that have built to a
PCard voucher will not display on this page even if there is
a dispute amount recorded on the PCard transaction.

e The Review Disputes page was made available mid
December of 2013 for the following roles: Agency PCard
Approver, Agency PCard Reconciler, Agency PCard
Recon/Approver, Agency PCard Administrator, Central
Purchasing Administrator and Central PCard
Administrator.
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